LHRES :
*ﬁ ;E b a]= i‘m oo Jﬁ ,"— #& Announcement No. NE-HPT-114-07
/,xﬁg_-l-_t =Im A O 30 Jan 07
. ’ I ff: 19 Dec 06
VACANCY ANNOUNCEMENT Closing Date 2 out off. © Jan 07
*R it t be closed before the final closing date. 78:
cecrurtment may b€ Close cIore th€ 1inal closing aate ]?TTE . 29 Nov 06
ate of Issue
1.5ETE 4 Job title (4% Grade 3 /EB 4K LAD N/A) BEEREA# 4. 55 & Area of Consideration
No. of X 3 MLC/IHA (8 (EBEMA)
Hotel Desk Clerk, #156 Recruitment | Current MLC/IHA Employee within Activity
(FRF ILEHEE) 1 % X I8 MLC/THA it £ 8 (EHEN)
Current MLC/IHA Employee in commuting
X E#% (Administrative) [ ] $iAEFR (Blue Collar Trade) distance e
— (] ;RMLCIHA B2 EBXE)
2388 Activity .
Current MLC/IHA Employee Japan Wide
Navy Exchange, Yokosuka [<] 5188 Off Base Applicant
Navy Lodge S.ERMDELE Type of Employment
B) 7515 Working Place 478 % 1 ;AET Tomari-cho, Yokosuka [] HA X] HPT
3. B FEEFR Work Schedule (B 40 BRI H hrww) [] %8 Permanent B4 940 H
)75 H Work Days 5 days/week ] BB Limited Term (__ 1 B Months )

7505 Work Hours 8 hours
0700-1545/ 1415-2300/ 2215-0700

{REH Recess Period 45 minutes/day
X %)) Night Shift X 7% % Overtime [] H3E Business Travel
6.BBIEAE Duties:

Performs work involved in receiving and assisting guests, registering and assigning rooms, collecting fees and maintaining records in a
transient hotel. Typical duties include: (1) checks credentials of incoming guest; (2) assigns rooms based on preference of guest, rank,
availability, etc.; (3) prepares rates, maid service, and availability of recreation or shopping facilities; (4) arranges for personal valet-type
services; (5) may sell convenience articles such as cigarettes, candy, toilet articles, magazines, etc., and maintain sales records; (6) may
operate a telephone service, taking and placing calls; (7) computes and collects fees from departing guest; and (8) maintains operating
records. Performs other related or incidental duties as assigned.

7.EHRE M. BAEH Qualification / Physical Requirements

a. One year of general work experience OR completion of 2-years junior college/ 2-years of technical school or 4-years degree in any
field.

b. Knowledge of customer service concepts and practices.

d. Skill in operating personal computer such as Lotus 1-2-3, Microsoft Word and Excel.

e. Ability to make mathematical calculation, handle cash, check and credit card.

f. Ability to operate a telephone service, taking and placing calls from guests.

g. Ability to speak, read and write English at average proficiency level.

*A handicapped applicant may be accepted, depending on the degree and kind of disability.

H:E A English Language Proficiency : [ W2 #% L None []#0#k Basic XIH#k Intermediate []_E#% Advanced [|4FEXD&ES Exceptional

2 Educational Background : N/A | $a&F5E 18 T 5 License/Certificate Required : N/A
= o . BB
8.12H9 % 4+ M Application and Associated Documents Working Condition
* <] 2 FE 55 FA#R Application for Vacancy Announcement (HROY Form 1) http:/hro.cnfj.navy.mil Works on holidays
* [] BB 7SR EZE Resume of Specialized Work Experience (HROY From) http://hro.cnfj.navy.mil and night shift.
*MEEAIL *Complete in [ |HAEE T Japanese [X] #EE T English [ | &5 5 T4 Either KBEBS LU
O] #EDEEHNEBHET 5L DDE L Certificate of English Proficiency (Copy) wEHY

X 80 ALIF ML, BEEDEHERES -FAT-KELEEVVREAHE (12cm x 23.5cm)
X BAREEZEUNDAIE, HEAZBRIERV/NARKR— MNEHEOIE—

For non-Japanese citizen applicant, copy of Alien Registration and Passport/Visa Copy




9. WHEEERH-SE Office to Submit

ME (B MLCIHAfEX8R) &5 (GERERR) TIE, REAMSBEVEY, LESEREMZE BRERV DR,
BERHLTTSL.,. ERMUIESE. (HROBAXAERRS— FEBEHRHY V2 —TORERBRHEANE
FRI0O6 00MFKLY., FHO100KETIRHAIGEETT ., )  Office to submit is different for Current MLC/IHA Employees
versus Off Base Applicants. Please ensure to submit required application documents to the right office. Applications must be
received by the closing date of the Vacancy Announcement. (Application Drop Box under the HRO Gate Office counter is
accessible from 0600 to 0100 at night.):

(X®) LEEEA4FO “‘SRHEE" B MLCIHA RXEDHDFHE. MBEERESD SOLEFEREEIELVET D
TIEETSESL.  When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off Base
applicants will be rated ineligible.

1. A (3R MLC/IHA €% 8) $RHH5% Current MLC/IHA Employees must submit to:

T238-0001 #ZEJIIEEBETAMT 1 ZFih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22
KBEHAEEMBARAERZE NI32) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
R#R/Extension 243-8152 JN Employment Division (N132)

2. NE (GEfEXRER) RS Off Base Applicants must submit to:

T238-0011 L)1 BHEBEETHAKAGERE 1-6 F#EEIL 4B T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(b)) BB FEEFEHEFBEEEMEEAEIE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—F Management Section

EEEZE S Phone  046-828-6959

TR - BRE- £, 0830-1730 (HANDEB %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays)
*ERFHZEOCEMIEZCE5IZHEMULVEDE T S LY, Please contact LMO/IAA for questions on conditions of employment.

10. EFENIEHE For Official Use

SEIFEYNE  Activity POC: Ms. Baba FE(DSN) 243-5149

PD No.: NEX-NL-002-PT | PD is accurate and current. Certified by Activity: tb | HRO:AH 11/22 ah 11/27

SEEIBEZERZ L TOEWMES, EEDOXRIZHEY FH A, Incomplete applications will not be processed.
RESNFICEEHIEBIRL LEE A, Submitted applications will not be returned.

RBEEXR, BBEFEEISEI OKEULDZEE., HERIROREAHY FT,
G - DHERRE - KBG L, EFOMETERICLGLARMENHY FET,




